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THE MISSION OF AGARD 


The mission of AGARD is to bring together the leading personalities of the NATO nations in the fields of science 
and technology relating to aerospace for the following purposes: 

Exchanging of scientific and technical information: 

Continuously stimulating advances in the aerospace sciences relevant to strengthening the common defence 
posture; 

Improving the co-operation among member nations in aerospace research and development; 

Providing scientific and technical advice and assistance to the North Atlantic Military Committee in the field 
of aerospace research and development; 

Rendering scientific and technical assistance, as requested, to other NATO bodies and to member nations in 
connection with research and development problems in the aerospace field: 

Providing assistance to member nations for the purpose of increasing their scientific and technical potential; 

Recommending effective ways for the member nations to use their research and development capabilities for 
the common benefit of the NATO community. 

The highest authority within AGARD is the National Delegates Board consisting of officially appointed senior 
representatives from each member nation. The mission of AGARD is carried out through the Panels which are 
composed of experts appointed by the National Delegates, the Consultant and Exchange Programme and the Aerospace- 
Applications Studies Programme. The results of AGARD work are reported to the member nations and the NATO 
Authorities through the AGARD series of publications of which this is one. 

Participation in AGARD activities is by invitation only and is normally limited to citizens of the NATO nations. 
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GENERAL FOREWORD 


The purpose of this Manual is to describe in a series of separately-published Volumes the 
basic documentation practices which are involved in the initial setting up, and subsequent 
operation of an Information-Library Organisation to provide defence-aerospace scientific and 
technical information services. 

• The manual is primarily intended for the main defence-aerospace information centres in 
the smaller nations, and the specialised defence establishments and defence contractors 
in the larger NATO countries. 

• For those information centres which already have a well-developed system, the manual 
may prove helpful in the work of analyzing and evaluating existing system performance, 
or in revising an ineffective system. An important subsidiary objective is therefore to 
encourage the greater use of modem techniques of information processing. 

• The manual endeavours to meet the needs of a wide spectrum of readers - the senior 
man concerned with setting up a new system, as well as junior staff who may be using 
the manual as a training aid. 

• The various Sections aim to focus on the problems and techniques associated with 
processing unpublished reports and related information, rather than conventional book- 
journal libraries. Emphasis is on practical solutions and, where appropriate, useful 
operating suggestions. 

The manual has been planned by the ACARD Technical Information Panel and consists 
of four Volumes comprising twelve Sections in all, each prepared by a well-known expert in 
the field, and a fifth volume (the present one) containing a comprehensive index. The 
Publication Layout is given on the following page. 


S.C.SCHt'LER 
General Editor 
(Former Chairman, AGARD 
Technical Information Panel) 
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MANUAL OF DOCUMENTATION PRACTICES APPLICABLE TO 
DEFENCE-AEROSPACE SCIENTIFIC AND TECHNICAL INFORMATION 


Section 


PUBLICATION LAYOUT 

VOLUME I 


1 ACQUISITION & SOURCES, by P.E.Eckert 

Types of material, screening, evaluation, sources in Governments and other countries, information on 
current research 

2 DESCRIPTIVE CATALOGUING, by B.P.Gladd. O.G.Luchaka and J.C.Wade 

Functions, standardisation, corporate authors and other compatibility factors, document process sheets, 
manual and computer translations 

.1 ABSTRACTING & SUBJECT ANALYSIS, by T.C.Bearman 

Abstracting standards, descriptor allocation, thesaurus, computer-aided indexing 


VOLUME II 

4 DATA RECORDING & STORAGE, by J.Il.Petrie 

Data preparation rules, handling chemical compounds and scientific symbols, etc., card systems, tape 
typewriters, introduction to computerised operations 

5 MECHANIZATION SYSTEMS & OPERA! IONS, by V.J.Rogers 

Basic mechanisation, in-house computer, minicomputers, bureau working 

6 ANNOUNCEMENT SERVICES & PUBLICATIONS, by E.H.Ridler 

Selective dissemination of information, bulletin production, newsletters and digests, bibliographies 


VOLUME JIJ 

7 INFORMATION RETRIEVAL, by T.Norton 

Manual systems, searching by computer, inverted files. KW1C/KWOC. on line systems, batch working, 
packaging of computer output 

S DISSEMINATION PRACTICES, by F.S.Dyer 

Register of users, initial distribution, specific requests, recording and recall, guidelines on sensitive aspects, 
state of art reviews, translations, survey of dissemination practices in various countries 

l > MICROFORM SYSTEMS AND REPROGRAPHY, by P.Rolls 

Preparation and reproduction of technical publications, microfiche preparation and duplication. COM/CIM, 
readers and printers, photocopying, printing processes 

VOLUME IV 

10 SECURITY STORAGE & CONTROL, by M.G.Sims 

Security gradings, access to sensitive documents, physical security, control of document movements 

11 ORGANISATION & MANAGEMENT, by Dr D.M.Leitch 

Aims and objectives, staffing, promotional activities, identifying users 

12 NETWORKS & EXTERNAL SOURCES OF INFORMATION, by P.E.Eckert. H.G.Wyne. W.A.Martin 

and A.Bodini 

National and international networks, telecommunication equipment, line techniques, data bases available, 
costs involved 


VOLUME V 


INDEX TO THE WHOLE: MANUAL 
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INTRODUCTION TO INDEX 


Scope. Index entries have been made for significant references to subjects, individuals, and corporate bodies 
which occur in the text of the four volumes of the Manual of Documentation Practices Applicable to Defence- 
Aerospace Scientific and Technical Information. No entries have been made for items in bibliographies or 
lists of references. 

Form of entry. The Roman numerals 1, 11,111 and IV refer to the four volumes of the Manual , while Arabic 
numerals refer to the pages. For example: 11:76-7 (Fig 17) means that there is information on the particular 
topic on pages 76 and 77 of Volume II. The Manual is extensively illustrated with photographs, drawings, 
and tables and these are referenced as in the example just cited. 

Acronyms. Acronyms are the norm in Defence-Aerospace circles, so most references are listed under the 
acronym rather than the fully spelled-out form. In either case a cross reference is made to the alternative 
form. In a few cases, the spelled-out form is so uncommon that it is highly unlikely to be looked for and 
only the acronymic form is given. Examples are: ARPANET, ASSASSIN, CROSSBOW. 

Cross references. Cross references are of three kinds: 

• ‘See’ references from terms which are not used to those which are used; for example: 

Diskettes, [ree Floppy discs) 


• RT (Related Term) references to related headings which may also have useful information: 
for example: 

Step and repeat cameras 
see also RT Roll film cameras 

• NT (Narrower Term) references to more specific headings which may also have useful 
information; for example: 

Classified information 

see also NT Classified documents 

Filing order. The index is arranged on a word-by-word basis. 




2 


Abbreviations 

in corporate author headings (list), 1:36-7 


Abstracting 

see also NT Computer-assisted abstracting 


comprehensive treatment of, 1:45-64 
training for, 1:51-2 


Abstracting and indexing journals 

select list of, IV:77 


Abstracts 

definition of, 1:47 
editing of, 1:51 
growth of, 1:47 
informative, 1:48, 49 
kinds of, 1:48 
standards for, 1:51 
uses of, 1:47-8 
writing of, 1:49-50 


Accession (s), [see Acquisition (s)] 


Accessions lists, [see Announcement bulletins] 


Acoustic coupler 
see also RT Modem 

use of, 111:24 


Acquisitions) 

see also RT Document procurement 

comprehensive treatment of, 1:1 -22 
definition of, 1:4 

duplicates, checking for, 1:4,7; 11:92,94 

evaluation of, 1:6-7 

personnel for, 1:9-10 

selection of, 1:4-5; IV: 75-6 

sources for, 1:5-6, 7-9 

training for, 1:10 


ADSATIS (Australian Defence Science and Technology Information System) 
databases, 11:114 


Aeronautical Research Institute of Sweden, [see FPA] 


Aeronautical Research Laboratories(Australia) 
SDI Services, 11:114 


Agriculture, Department of (USA) 


SDI Services, 11:114 
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A1AA (American Institute of Aeronautics and Astronautics) 
and dissemination of information. III:53-4 

ALU (Arithmetic and logic unit) 

II: 10 

American Institute of Aeronautics and Astronautics, [see A1AA) 

American National Standards Institute, [see ANSI] 

American Petroleum Institute, [see API] 

American Standard Code for Information Interchange, \see ASCII] 

Announcement bulletins 

arrangement of entries in, 11:90-1 (Fig 29), 104-5 (Fig 1), 106 (Figs 2, 3), 107 (Fig 4) 

computer-assisted methods of producing, 11:105-6 

indexes in, II: 106-7, 108 (Figs 5, 6) 

manual methods of producing, II: 104 

personnel for producing, 11:107 

preparation of, 11:103 

ANSI (American National Standards Institute) 

Standard Z39.14-1971, Writing Abstracts. 1:51 

API (American Petroleum Institute) 

Thesaurus, 1:61 

Arabic language 

and on-line information retrieval, IV: 11 2 

Archives 

for classified documents, IV:29 
Arithmetic and Logic Unit, [ree ALU I 
Armed Services Technical Information Agency, {ree ASTIA] 

ARPANET 

description of, IV:98 

ASCII (American Standard Code for Information Interchange) 
description of, 11:13 

ASSASSIN (program package) 
description of, 111:20 
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ASTIA (Armed Services Technical Information Agency) 

Thesaurus, 1:61 

Atomic Weapons Research Establishment, |see AWRE) 

AUDACIOUS (project) 
and UDC, 111:8 

Australian Defence Science and Technology Information System, [see ADSATIS] 

Author’s manuscript 
preparation of. III: 1 27 

Automatic.[see Computer-assisted.I 

Automation 

advantages and disadvantages of. IV: 81 -3 

AWRE (Atomic Weapons Research Establishment, UK) 

SDI Services, 11:114 

Backup 

for computer breakdown, 11:65 
Batch processing 

compared with on-line, 11:8; 111:23 

Baud 

definition of. IV:97 

Bearman. T C 

‘Abstracting and subject analysis’, 1:45-64 

Bibliographic data 

standards for, 11:16 
structure of, 11:58,62 (Fig 5) 

Bibliographic description 
function of, 1:25 

Bibliographic Retrieval Service, [see BRS| 

Bibliographies 


arrangement of. 11:116 
preparation of, 11:115-6 
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Biblioprofiles, (iff State of the art reports and reviews] 

Binding of reports literature 

methodsof. 111: 146-7 (Fig 11) 


Bit 

definition of, IV:97 

BLAISE (British Library Automated Information Service) 

availability, IV: 11 7 
data bases, IV: 117 

BLLD (British Library Lending Division) 
and dissemination of information, 111:55-6 

Bodini, A 

‘Networks and external sources of information’, IV:93-119 

Boolean logic 

see also RT Venn diagrams 

alternatives to, 11:113 
in BRS, IV110 

for computer searching, 11:110-2 
in Defense RDT&E On-line System, IV: 106 
in DIALOG, IV: 104 
in NASA/RECON, IV: 109 
in ORBIT, IV: 109 

British Library Automated Information Service, [iff BLAISF.] 
British Library Lending Division, [iff BLLDI 
Bromide prints 

costs of producing. III: 136 (Fig 7) 
in reports literature. III: 134-5 (Fig 6) 

BRS (Bibliographic Retrieval Service) 
availability, IV: 110 

Bubble memories 
11:30 

Budgets and budgeting 
see also RT Costs 

IV: 74-5 

Bulletin Signaletique 
scope of, 11:103 
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Bureaux, [see Computer bureaux) 


CAN/SDI 

SDI Services, 11:114 


Card catalogue (s) 

compared with machine-readable catalogue (s), 1:26 


Catalogue (s) 

see also NT Card catalogues 

see also NT Machine-readable catalogue (s) 

production of, 1:32 
security of, IV: 15 


Catalogue cards 

computer production of, 11:51 (FigC3) 


Cataloguing 

comprehensive treatment of, 1:23-44 
definition of, 1:25 
personnel for, 1:33 
procedures manual for, 1:33 
of reports, 11:48 (Fig Cl) 
standards, maintenance of, 1:32-3 
training for, 1:33 


CCD, f see Charge-Coupled Devices] 


CEDOCAR 

and dissemination of information, 111:57-8 
Central processing unit, [see CPU] 


Centralisation 

of information centres and services, IV:42-3 


Centre National de Documentation Scientifique ef Technique, [see CNDST] 


Character set 

ASCII, 11:13 
choice of, 11:13 

for ‘daisy wheel’ printers, 11:82, 86 (Fig 25) 
EBCDIC, 11:13 
ISO-646, II: 12 (Fig 3) 

for line printers, 11:81,83 (Fig 21) -84 (Fig 22) 
for OCR, 11:24, 25 (Fig 15) 


Charge-Coupled Devices (CCD) 


11:30 







Check digit (s) 


calculation of, 11:16 


Chemical Abstracts 

and chemical structures, 11:35 


Chemical information systems 
and chemical structures, 11:35-6 

Chemical structure (s> 

for computer input, 11:35 
validation of input data, 11:35 


CIM (Computer Input from Microfilm) 
see also RT COM 

equipment for, 111:165 
principles of, 111:165 


Classification (security), (see Security gradings] 


Classified documents 

control of, 1:39 
custody of, IV: 2 2-3 
filing of, lV:6-7, 14-5 
issue of, IV: 18-9, 22 
loan of, IV: 22 

mustering of, IV.23-4 (Fig 3) 
origination of, IV: 18, 20-1 (Fig 2) 
training staff for handling of, IV: 23 
transmission of, IV: 19 


Classified information 

see also NT Classified documents 

control of, 11:92 
dissemination of, IV: 13-4 


CNDST (Centre National de Documentation Scientifique et Technique) 
and dissemination of information, 111:59-60 


COIN (program package) 
description of, 111:20 

Colon classification 

description of, 1:53 

and facet analysis: 1:53:111:18 

Colour reproduction 


on microfilm, 111:125 
on paper. III: 124-5 


g 


COM (Computer Output Microfilm) 
see also RT CIM 


advantages and disadvantages of. III: 162, 164 
applications of, 111:161 
for graphics work, 111:162, 163 (Fig 19) 
principles of, III: 161 (Fig 18)-162, 164 


Committee on Scientific and Technical Information, [see COSATIl 

Communication networks 

definition of, IV:97 

problems of interconnecting, IV: 101 -2 

Computer-assisted abstracting 
development of, 1:61-2 

Computer-assisted indexing 
development of, 1:57, 62 

Computer-assisted SDI 
11:110-13 


Computer bureaux 

advantages and disadvantages of, 11:97 
use of by information centres, 11:96-7 

Computer control unit 
11:10 


Computer hardware 
see also NT ALU 

see also NT Computer control unit 
see also NT Computer input devices 
see also NT Computer memory devices 
see also NT Computer output devices 
see also NT Computer storage devices 
see also NT CPU 

main components, description of, 11:8-9 (Fig 1) 


Computer input devices 
see also NT On-line input 
see also NT Paper tape 
see also NT Punched cards 

comparison of, 11:17-28 
equipment for, 11:27 (Table 5), 28 


Computer Input from Microfilm, [see CIM) 
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Computer installations 

security considerations, IV. 16-7 


Computer memory devices 

see also NT Bubble memories 

see also NT Charge-coupled devices 

see also NT Holographic memory 

see also NT Magnetic discs 

see also NT Magnetic drums 

see also NT Magnetic tape 

see also NT Main memory 

see also NT Photographic memory 

see also NT Virtual memory 

kinds of, 11:9-10,28 


Computer operating systems 
purpose of, 11:10 


Computer output devices 
see also NT Line printers 
see also NT Video terminals 

11:10 


Computer Output Microfilm, [see COM] 


Computer software 

see also RT Computer operating systems 
see also RT Computer software packages 
see also RT DBMS 

11:10-11 


Computer software packages 
11 : 10-1 

ASSASSIN, 111:20 
COIN, 111:20 
CROSSBOW, H 36 


Computer storage devices 
11:9 

characteristics of, 11:28,30 


Computer typesetting 

see also RT Linotron phototypesetter 

see also RT Phototypesetting 

11:87 

examplesof, 11:106 (Fig 3), 107 (Fig 4) 


Computers 

see also NT Minicomputers 

accommodation for, 11:62,65 
compared with manual systems, 11:7 
in information retrieval, 11:7-8 
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Connection tables 

for chemical structures, 11:35 


Contracts and contractors 

monitoring of, 11:34 
selection of, 11:34 


Control unit, [see Computer control unit] 


Controlled vocabulary, [see Vocabulary development and controll 


Coordinate indexing 

concept coordination, 1:56 


Corporate author (s) 

abbreviations in headings of, 1:36-7 
authority file, 1:37-8; 11:69 
COSATI rules for forming, 1:34-5 
cross-references for, 1:38 


COSATI (Committee on Scientific and Technical Information) 

corporate authors, rules for forming, 1:34-5 
subject categories, 1:11-4; 11:78 (Fig 18) 
subject field and group structure, 1:14-5; 111:83 


Cost-benefit analysis 

calculation of, IV:44 (Table 3) -45 


Costs 

see also RT Budgets and budgeting 
see also RT Economy 

of equipment in printing/reprographics units, 111:178-9 (Table 7), 180 
estimating, 111:177 

of materials in printing/reprographics units, 111:181 
of production in printing/reprographics units, 111: 181 
of staff in printing/reprographics units, III: 178 (Table 6) 


CPU (Central Processing Unit) 

11:10 


CROSSBOW (program package) 

for chemical structure searching, 11:36 


Current awareness services and systems 

see also NT Announcement bulletins 

see also NT Bibliographies 

see also NT Information packages 

see also NT Newsletters 

see also NT SDI 

see also NT State of the art reports and reviews 


11 : 101-121 
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‘Daisy wheel* printers 

character set, 11:82, 86 (Fig 25) 
and mathematical symbols, 111:130, 131 

Data base administrator 
function of, 11:35 


Data base management system (s), [see DBMS] 


Data bases 

external, description of, IV: 102-117 
structure of, 11:58-9,61 (Fig 4); 111:27-8 (Fig 16) 


Data compression 
11:59 


Data dictionary 

example of, 11:46 (Fig B4) 
need for, 11:16 


Data elements 

see also NT Data fields 

compared with traditional cataloguing, 1:26, 28 

description of, 1:28-32 

labelling of, 11:14-5 (Fig 6', 16 

standards for, 11:16 

structure of, 1:26-7 


Data fields 

description of, 11:73 


Data preparation 

see also RT Computer input devices 
environment, arrangement of, 11:72-3 


DATA-STAR 

availability, IV: 116 
data bases, IV: 116 


Data validation 

of chemical structure information, 11:35 
print-out of, example, 11:49-50 (Fig C2) 
techniques of, II: 16-7 (Table 1), 69, 75-6 


DBMS (Data Base Managements System (s» 

(1:11 

GRIPS, If: 11 (Fig 2), 23 (Fig 14) 



Decentralisation 


of information centres and services, lV:42-3 

Declassification 
policy for, IV:28 

Dedicated line 

definition of, IV:96 

Defence Research Information Centre, [see DR101 
Defence Scientific Information Service, [see DSIS] 

Defense RDT&E On-line System 

availability, IV: 105 
databases, IV: 106 
search commands, IV:106 

Defense Technical Information Center, [see DTIC] 

Destruction of classified documents 

IV: 29-30 

Deutsches Institut fair Medizinische Dokumentation und Information, [see DIM Dll 
DIALOG 

early developments, 111:24 
search commands, IV:107 

DIALTECH 

111:24 

DIANE,[see EURONET/D1ANEI 

Diazo film 
111:155 

DIMDI (Deutsches Institut fur Medizinische Dokumentation und Information) 
databases, IV: 116 

and GRIPS, 11:11 (Fig 7), 23 (Fig 14) 

Direct-access devices, [ see Magnetic discs and Magnetic drumsj 
Diskettes, [see Floppy discs) 


Disposal of material, [see Weeding) 




Dissemination of information 
see also NT Document supply 
see also NT SDI 

and classified information, IV: 13-4 

and information centres and services, 111:51-114 


Document procurement 

see also RT Document supply 

see also RT On-line document ordering 

administration of, 1:7 

forms for, 1:20 (Appendix 4)-21 (Appendix 5); 111:112, 114 (Fig) 
sources, 1:18-9 (Addresses); 111:73,80 


Document supply 

see also RT Document procurement 
see also RT On-line document ordering 

processing requests for, 111:113 
and SDI services, 11:115 


DOE (Department of Energy, USA) 

and dissemination of information, 111:88-9 


DOE/RECON System 

availability, IV: 105 
databases, IV: 105 
search commands, IV: 105 


Downgrading 

see also NT Declassification 

of classified documents, IV:25, 26 (Fig 4), 27 (Fig 5) 


DR A (Defence Research Abstracts) 
description of, 111:66-8 


DRIC (Defence Research Information Centre, UK) 

and dissemination of information, 111:61-2 
services, 111:63-5,69-70 


Drum printers 

11:82,85 (Fig 23) 


DSIS (Defence Scientific Information Services, Canada) 
and dissemination of information, 111:75-6 


DTIC (Defense Technical Information Center, USA) 

acquisition procedures, 111:79,80 
and dissemination of information, 111:77-8 
ordering procedures, 111:80, 86 (Form) -87 
registration procedures, 111:79, 81 (Form) -82 (Form) 
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Dual dictionary 
III: 12-3 


Duplex transmission 

see also RT Half duplex transmission 

definition of, IV:96 


Duplicating 

see also NT Electrophotography 
see also NT Offset lithography 
see also NT Spirit duplicating 
see also NT Stencil duplicating 

definition of, 111:140 


Dyer, F S 

‘Dissemination practices’, 111:43-114 


EBCDIC (Extended Binary Coded Decimal Interchange Code) 
11:13 


Eckert, PF 

‘Acquisition and sources’, 1:1-22 

‘Networks and external sources of information’, IV:93-119 


Economy 

see also RT Costs 

and reports literature production, 111:125-7 


Edge-punched cards 

advantages and disadvantages of, III: 13 
applications of, 1:56-7; 111:13 
coding of, 111:13-4 (Fig 7), 15 
description of. III: 13-4 (Fig 7), 15 
equipment, 111:15 (Fig 9) 


k'JC Thesaurus 
see also RT TEST 

11:60 


Electronic Properties Information Center 
activities of, 111:41 


Electrophotography 

and reports literature, 111:141-3 


Electrostatic printers 
11:86 (Fig 26)-87 


Energy, Department of, (see DOE | 









Error control, [see Data validation] 


ESA/IRS (European Space Agency, Information Retrieval Service) 

data bases, IV:111, 112-3 

and dissemination of information, 111:90-2 

origins of, IV: 111 

search commands, IV: 111 -2 

Standard Titles. 11:114, 120-1 (List); 111:24 

use ot, IV: 112 


EURONET/DIANE 

description of, 111:36-7 (Fig 21); IV: 101-2 
origins, IV: 100 (Fig 3)-101 
services available on, IV: 110-1 


European Space Agency, Information Retrieval Service, [see ESA/IRS] 


Extended Binary Coded Decimal Interchange Code, [see EBCDIC) 


Facet analysis 

in Colon classification, 1:53 
definition of, III: 18 
in thesauri construction, 111:18 


Feasibility study 
11:62 


Feature cards, [see Plain feature cards and Punched feature cards] 

FFA (Aeronautical Research Institute of Sweden) 
and dissemination of information, 111:93 

Field separators 

11:75 


File structures 

kinds of, 11:65, 67 (Figs 9, 10)-68 (Fig 11), 69, 70 (Figs 12, 13) 


Filing and storing material 

books, IV:55-6(Figs4, 5), 57,80 

catalogue cards, IV:59, 61 (Fig 10), 62 (Figs 11,12) 

classified documents, IV:6-7,14-5 

microforms, 111:56-7; IV:57-9, 61 (Fig 10) 

patents and standards, IV:80 

periodicals, IV.57, 58 (Fig 6), 59 (Fig 7), 60 (Figs 8, 9), 80 
reports literature, IV:6-7, 14-5, 80 
trade literature, IV:80-1 


Film processors 
111:158, 160 
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Flexible working hours 
IV:71, 73 


Floppy discs 

11:29 


FOA (Forsvarets Forskning San Salt, Sweden) 
and dissemination of information, 111:94-5 


Forms 

see also RT Forms design 


for computer input, II: 14-5 (Fig 6), 43 (Fig Bl), 44 (Fig B2), 73, 74 (Fig 16); 
111:84 (Form) 

for document procurement, 1:20 (Appendix 4)-21 (Appendix 5); 111:86 

for literature search requests, 111:74 

for on-line search requests, 111:29,30-1 (Figs 18a, 18b) 

for registration procedures, 111:81 (Form) -82 (Form) 


Forms design 
see also RT Forms 

for computer input, 11:94 

for document procurement, 111:11 2, 114 iS'ig) 


Forsvarets Forskning San Salt, [see FOA| 


Free text systems, [see Natural language systems) 

Furniture and fittings 

IV :53-63 

‘Garbage in. Garbage out’, [see GIGO) 

GEC (General Electric Company, UK) 

4080 computer, 11:94-5 (Fig 33) 

General Electric Company, [see GEC) 

General Relation Based Information Processing System, [see GRIPS) 

German alphabet (Gothic script) 
transliteration of, 1:42 

GIGO (‘Garbage in, Garbage out') 

11:17 


Gbdd, B P 


‘Descriptive cataloguing’, 1:23-44 




Greek alphabet 


transliteration of, 1:42 


GRIPS (General Relation Based Information Processing System) 

description of, 11.11 (Fig 2) 
input to, II:23 (Fig 14) 


Half-duplex transmission 

see also RT Duplex transmission 

definition of, IV:96 


Half-tone illustrations 

costs of producing, 111:136 (Fig 7) 
in microfilm, 111:124 
in photocopying. 111: 124 
production of: 111:123-4, 136-7 (Fig 8) 


Hardware, free Computer hardware| 


Helsinki University of Technology Library 
and dissemination of information, 111:96-7 


Holographic memory 
11:30 


House style 

advice to authors, 111:138-9 


Housekeeping and stock control 
see also NT Weeding 

minicomputers for, 11:96 

system for, 11:92-3 (Figs 30, 31,32), 94 


IACs( Information Analysis Centres) 

definition of, 111:41 
examples of, 111.41 
history of, 111:41 
in the UK, 111:41 
in the USA, 111:41 


IAEA (International Atomic Energy Agency) 

and dissemination of Information, 111:98-9 
INIS data base, IV: 113 


ICI (Imperial Chemical Industries, UK) 
and CROSSBOW system, 11:36 
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ICL (International Computers Limited, UK) 

1900 series computers, hardware design, 11:59 

IDRC (International Development Research Centre, Canada) 
DBMS on minicomputer, 11:11 


Illustrations 

see also NT Bromide prints 
see also NT Colour reproduction 
see also NT Half-tone illustrations 
see also NT Line illustrations 
see also NT Photographs 

in reports literature, 111:133-8 


Immediate access memory, [see Main memory] 


Imperial Chemical Industries, [sec ICI] 


Index (es) 

see also RT Indexing 


in announcement bulletins, 11:106-7, 108 (Figs 5, 6) 

computer-produced, 11:76-7 (Fig 17), 78 

function of, 111:6 

kinds of, 111:6,8 

KWIC, see KWIC indexes 

KWOC, see KWOC indexes 

SLIC, see SL1C indexes 

tape typewriter-produced, 11:57, 60 (Fig 3) 


Indexing 

see also RT Index (es) 

books, 1:55 
coordinate, 1:56 
definition of, 1:53 
evaluation of, 1:60 
KWIC, see KWIC indexes 
KWOC, see KWOC indexes 

and natural language, see Natural language systems 

standards for, 1:59 

systems, selection of, 1:57-9 

techniques for, 1:59-60 

traditional methods of, 1:53 


Indexing terms 

see also NT Subject Codes 

11:73 


INFOLINE, (see PERGAMON INFOL1NEI 


Information 

representation in computer, II: 12 (Fig 3), 13 
value of, 111:48 


Information Analysis Centres, [see lACs) 
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Information centres and services 

and dissemination of information, 111:51-114 
location of, IV:40-3 
and newsletters, II: J *7 

management structure of, 11:66 (Fig 8), IV:46 
objectives of, IV: 36-7 


Information digest, [see Information packages] 


Information explosion 

and information analysis centres, 111:41 
scale of problem, 111:45 


Information packages 

examples of, 11:116-7 


Information retrieval 

see also NT Microfilm retrieval 

see also NT On-line information retrieval 

definition of, 111:5 
history of, 111:5-6,23 

'information retrieval’, origins of phrase, 111:6 
with microfilm, 111:165-6 


Information retrieval system (s) 
model of, 111:6-7 (Fig 1) 


Information Service in Physics, Electrotechnology and Control, [see INSPECJ 


Information transfer 

innovations in, 11:117 
problems of, IV.45-6 
TechAlert service, IV:85 (Fig 16) 


Informative abstracts 

1:48,49 


INIS (International Nuclear Information System) 
data base, IV: 113 


INKA Fachinformationszentrum 4 

availability, IV: 115 
data bases, IV: 115 


Input devices, [see Computer input devices) 


INSPEC (Information Service in Physics, Electrotechnology and Control) 


SDI services, 11:114 
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Intelligent terminals 

input from, 11:80-1 
in on-line searching, 111:29,36 


Interest registers for SOI 
see also RT Profile construction 

11:109 


International Atomic Energy Agency, 1 we IAEA I 

International Computers Limited, | we 1CLI 

International Development Research Centre, [we IDRC] 

International Nuclear Information System, [see INIS) 

International Standard Book Number, ( we ISBN 1 

International Standard for Bibliographic Description, (see ISBDj 

International Standards Organization, [we ISO] 

International Translations Centre, [we 1TC] 

Inverted file (s) 

see also RT serial file (s) 

description of, 11:78,80; 111:27-8 (Fig 16) 

IRS, [we ESA/IRSl 

ISBD (International Standard for Bibliographic Description) 

11:16 


ISBN (International Standard Book Number) 
check digit calculation, II: 16 

ISO (International Standards Organization) 

character set for information processing (ISO-646), 11:12 (Fig 3) 
standard for abstracting (ISO/R 214), 1:51 

ITC (International Translations Centre) 
and dissemination of information, 111:100 

Jacket fillers 

for microfiche, 111:160 

Job evaluation 


IV:67-8 
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Key-to-disc input 

see also RT Key-to-tape input 

description of system, 11:70-1 (Fig 14), 72(Fig 15) -75 


Key-to-tape input 

see also RT Key-to-disc input 

advac* ges and disadvantages of, 11:81 


Keyword-in-context indexes, (see KWIC indexes) 


Keyword-out-of-context indexes, [see KWOC indexes) 


KWIC (Keyword-in-context) indexes 
1:57; 11:107 

applications of, 111:25 
description of, III:20 
example of, 111:21 (Fig 1 1) 
program packages for, 111:20 


KWOC (Keyword-out-of-context) indexes 

1:57; 11:107 
applications of, 111:25 
description of, 111:20 
examples of, 111:20, 22 (Fig 1 2) 
program packages for, III:20 


Leitch, D M 

'Organisation and management’, lV:53-92 


Line illustrations 

in reports literature, 111:133-4 


Line printers 

character sets for, 11:81,83 (Fig 21) -84 (Fig 22) 
comparison of, 11:81-2, 85 (Figs 23, 24) -86 (Figs 25, 26), 87 


Links and roles 
111:19 


Linotron phototypesetter 

operation of, 11:87, 89 (Fig 28) 
text created by, 11:88 (Fig 27) 

Loan systems 


for classified documents, IV:22 
principles of, 1V:78 
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Lockheed Missiles and Space Corporation 

DIALOG system, see DIALOG 

and on-line information retrieval, early history, 111:24 

Logical operators, [see Boolean logic] 

Luchaka, O G 

‘D :scriptive cataloguing’, 1:23-44 

Machine-readable catalogue (s) 

compared with card catalogues, 1:26 

Magnetic discs 

see also RT Floppy discs 

description of, 11:29 (Fig 19) -30 (Fig 20) 

Magnetic drums 

description of, 11:28-9 (Fig 18) 

Magnetic tape 

conversion of, 11:81,82 (Fig 20) 
description of, 11:30 
exchange of, 11:81 

Main memory 

11:28 

Management structures 

in information centres, 11:66 (Fig 8) 
in printing/reprographics units, 111:172-3 (Fig 23) 

Management style 

see also RT Management tasks 

IV :64 

Management tasks 

see also RT Management style 

IV. 65 

Martin, W A 

‘Networks and external sources of information’, IV:93-l 19 

Mass Spectrometry Data Centre 


activities of, 111:41 






Mathematical symbols 

tor computer input, 1:40-1; 11:14 (Fig 5) 
in reports literature. 111: 1 25, 130 (Fig 3) 


Matrix printers 

11:85 (Fig 24) 

character set, 11:82, 84 (Fig 22) 


Mechanization 

advantages and disadvantages of, 1V:81 -3 


Memory devices, (see Computer memory devices! 


Microfiche 

duplicators. 111: 159 (Fig 17), 160 
formats for, 111:149, 150 (Fig 13) 
in SD1 systems, 11:109 


Microfilm and microfilming 
see also NT Microfiche 

advantages and disadvantages of, 111:151-5 

cameras, 111:158, 1 59 (Fig 17) 

compared with photocopying, III: 153-4 (Fig 15) 

destruction of, 1V:30 

economics of, 111:153-4 

materials for, 111:155-6 

national organisations (addresses). III: 176 (Appendix A) 
preparation of copy for , 111:138 
security of, IV: 15-6 

storage of, 111:156-7; lV:57-9, 61 (Fig 10) 


Microfilm bureaux 

compared with in-house production, 111:182 


Microfilm reader-printers 
costs of, 111:161 


Microfilm readers 

costs of, 111:160 
selection of, 111:160-1 


Microfilm retrieval 

principles of, 111:165-6 


Microprocessors 


and information retrieval, IV:83 


Minicomputers 


and data base management systems, 11:11 
as intelligent terminals, II :94, 96 
for stock control, 11:96 


Modem 

see also RT Acoustic coupler 

definition of, IV:96 
use of, 111:24 


Mooers, Calvin 

coins the phrase ‘information retrieval’, 111:6 
and edge-punched cards, 111:13 


Mustering 

classified documents, lV:23-4 (Fig 3) 


NASA (National Aeronautics and Space Administration) 

aerospace literature data base, 11:116; IV: 113 
bibliographies (examples), 11:116 
and dissemination of information. III: 103-4 
SCAN system, 11:114 
Tech Briefs, 11:116 


NASA/RECON 

availability, IV: 104 
databases, IV: 103 
search commands, IV: 103 


/V/tS.4 Research and Development 
Contract Research File 

as document source, 1:8 


NASA RTOP (Research and Technology Objectives and Plans Summary) 
as document source, 1:8 

National Aeronautics and Space Administration, [see NASA) 

National Research Council, (see NRC] 

National Science Foundation (USA) 
and information transfer, II: 117 

National Technical Information Service, [see NTIS) 

National Translations Center, (see NTC| 
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Natural language systems 

compared with controlled vocabulary, 111:28 

in indexing, 1:54; 11:109 

in profile construction for SDI, 11:112-3 


'Need to know' 
IV: 11 


Networks, [see Communication networks] 


Newsletters 

and information centres and services, 11:117 


Norton, T 

‘Information retrieval’, 111:1-42 

NRC (National Research Council, Canada), Technical Information Service 
Tech Briefs, 11:116-7 

NTC (National Translations Center) 

and dissemination of information, 111:107-8 


NTIS (National Technical Information Service) 
and dissemination of information. Iff: 105-6 


OCR (Optical Character Recognition) 

advantages and disadvantages of, 11:24, 27 
character sets for, 11:24, 25 (Fig 15), 26 (Fig 16) 
definition of, 11:24 
equipment, 11:24, 26 (Fig 17) 
uses of, 11:24 


Offline printing 

11:87 


Offset lithography 

costs of producing reports literature by, III: 147-8 (Fig 12) 
description of, 111:143,146 
machines for, 111:144,146 
origins of, 111:143 


On-line 

see also NT On-line information retrieval 
see also NT On-line input 
see also NT On-line searching 

compared with batch processing, 11:8; 111:23 
definition of, 111:24 
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On-line document ordering 
on ESA/IRS, 111:36; IV: 112 


On-line information retrieval 
see also NT On-line searching 

advantages and disadvantages of, 111:35 
features of, 111:28 
future developments in, 111:36 
history of, 111:24 
technique of, 111:24 


On-line input 

see also NT Key-to-disc input 
see also NT Key-to-tape input 

advantages and disadvantages of, 11:23 (Table 4) 
comparison with paper tape and punched cards, 11:21 
description of, II: 19-23, 20 (Fig 10), 21 (Fig 11), 22 (Figs 12, 13) 
example of, 11:38-41 


On-line Retrieval of Bibliographic Information Time-shared, [see ORBIT] 


On-line searching 

compared with manual searching, 111:35 
example of, 111:29, 34 (Fig 20) 
forms for, 111:29, 30-1 (Figs 18a, 18b) 
growth of, 111:46 

management of, 111:29, 30 (Fig 17), 33 (Fig 19) 
preparing for, 111:28-9 
presentation of results, 111:29 
training for, 111:29, 35 


Operating system (s), [see Computer operating system (s)] 


Optical Character Recognition, [see OCR! 


Optical coincidence cards, [see Punched feature cards! 


ORBIT (On-line Retrieval of Bibliographic Information Time-shared) 

availability, IV: 109 
early developments, 111:24 
search commands, IV: 108 


Output devices, [see Computer output devices] 


Packaged information, (see Information packages] 


Packaged programs, [see Computer software packages] 


Packet switching 


description of, IV:97-8 (Fig 1) 
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Paper tape 

see also RT Tape typewriters 

advantages and disadvantages of, 11:19 (Table 3) 
description of, II: 18-9 (Fig 9) 


PASCAL 

SD1 services, 11:114 


Peek-a-boo cards, |see Punched feature cards] 


PERGAMON INFOLINE 

availability, IV: 117 
data bases, IV: 117 


Personnel, [see Staff) 


Petrie, 1 H 

‘Data recording and storage’, II: 1-51 


Photocopiers 

see also RT Photocopying 

desirable features of, III: 142 


Photocopying 

see also RT Photocopiers 

of classified documents, IV: 13 

definition of, 111:140 

and productivity, III: 143 (Table 4) 


Photographic memory 
11:30 


Photographs 

in reports literature, 111:138 
Phototypesetting 

and mathematical symbols, 111:130 

Plain feature cards 

applications of, 111:13 
description of, III: 12 (Fig 6) 

Planning 


of information centres. IV:48-9 (Table 4), 50-3 





28 


Post-coordinate indexing, [see Coordinate indexing] 
Precision and recall ratios 
calculation of, 11:109 

Printer/terminals 
111:24, 27 (Fig 15) 


Printers 

see also NT ‘Daisy wheel’ printers 
see also NT Drum printers 
see also NT Electrostatic printers 
see also NT Line printers 
see also NT Matrix printers 

and video terminals, 111:24 


Printing 

see also NT Offset lithography 

definition of, 111:140 
principles of, 111:139-140 (Fig 9) 
security considerations, IV: 15-6 


Printing bureaux 

compared with in-house production, 111:181-2 


Privacy markings 
IV:9 


Production scheduling 

in information centres, 11:91-2 


Productivity 

and reports literature production, 111:1 27 


Profile construction 
see also RT SDI 

with a computer, 11:113 
costs of, 11:115 
examples of, 11:110-2 
with numeric codes, II: 113 
with relational indexing, 11:13 


Program packages 
examples of, 111:20 


Project management 


principles of, 11:33-4 





Publicity 


examples of, IV :85 (Fig 16) 

for information services and centres, lV:83-4, 86 

and newsletters, 11:117 


Punched cards 

see also RT Punched feature cards 

advantages and disadvantages of, II: 18 (Table 2) 
description of, 11:17-8 (Fig 8) 


Punched feature cards 

advantages of and disadvantages of, 111:9-11 
applications of. III: 13 
and computer systems, III: 12 (Fig 5) 
description of, 111:8-9, 10 (Fig 3) 


Quality control 

for microfilm, III: 160, 168-9 (Fig 21), 170-2 

for printed publications, III: 166-7 (Table 5), 168, 169 (Fig 21) 


QUEST 

and ESA/IRS, IV: 111, 112 

Ranganathan, S R 

Colon classification, 1:53; 111:18 


Readability of print 

11:87,90-1 


RECON (Remote Console) 
early developments, 111:24 


Referativny Zhurnal 
11:103 


Relational indexing 

and profile construction, II: 113 


Remote printing, [see Offline printing] 


Reports literature 

cataloguing of, 11:48 (Fig Cl) 

design of, III: 123 

examples of, (:3 

and non-report literature, 1:3 

production cycle of, 111:121, 122 (Fig 1) 

sources, 1:5-6, 7-9 


i 
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Reprography 

see also NT Duplicating 


comprehensive treatment of, 111:139-148 
Research and Technology Work Unit Information System, (see WUIS) 
Ridler, EH 

‘Announcement services and publications', 11:101-121 

RITL (Royal Institute of Technology Library, Sweden) 
and dissemination of information, 111:101-2 

Rogers, V J 

‘Mechanization systems and operations’, 111:53-100 
Roll film cameras 

see also RT Step and repeat cameras 
11:158, 159 (Fig 17) 

Rolls, P 

‘Microform systems and reprography’, III: 115-186 

Royal College of Art (UK) 

readability of print, studies on, 11:87 

Royal Institute of Technology Library, [see RITL I 

Russian alphabet 

transliteration of, 1:42 

Safety 

in information centres, IV:47-8 

Salary scales 

IV :72 

SDC (System Development Corporation) 

and on-line information retrieval, early history, 111:24 
ORBIT system, see ORBIT 

SDI (Selective Dissemination of Information) 
see also RT Profile construction 


and commercial data bases, II: 114 
computerized systems, 11:110-3 
costs of, 11:115 
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SDI (continued) 

and document supply, 11:115 
evaluation of, 11:113 
guides to, 11:114 
manual systems, 11:109 
and standard profiles, 11:114 
and user liaison, 11:113-4 


Search strategies 


Boolean, see Boolean logic 
evaluation of, 11:113 

natural language, see Natural language systems 
weighted, 11:113 


computer files, 11:92 
personnel, IV: 10 
physical, IV:5-6 


Security gradings 

see also RT Privacy markings 

allocation of, IV: 7 
examples of, IV:8 (Table 1) 


Security regulations 

see also NT ‘Need to know’ 

and reports literature production, III: 125 


Selected Research in Microfiche, [see SRIM1 


Selective Dissemination of Information, [see SDI] 


Serial file (s) 

see also RT Inverted file (s) 

description of, III: 15-6 (Fig 10a), 27-8 (Fig 16) 


Service pour llnformation et la Documentation En Ligne, [see SP1DEL] 


Sharp, I R 

and SLIC indexes, 111:23 


Silver halide film 


'Security storage and control’, IV: 1-31 


SLIC (Selective-Listing-in-Combination) indexes 


111:23 
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Smithsonian Science Information Exchange, [see SS1E] 

Software, [see Computer software] 

Software packages, [see Computer software packages! 

Space 

for customers, IV;51 -2 
for documents, IV:50-1 
for staff, IV:52-3 

Specialised information centres, [see I ACs] 

SPIDEL (S /ice pour I’Information et la Documentation En Ligne) 

availability, IV: 114 
data bases, IV: 115 

Spirit duplicating 

and reports literature, 111:141 

Spot Checking 

of classified documents, IV:25 

SR/M (.Selected Research in Microfiche) 

11:109 


SSIE (Smithsonian Science Information Exchange) 
and dissemination of information, 1:8; 111:109 


Staff 

for acquisitions work, 1:9-10 

for announcement bulletin production, 11:107 

assessment of, IV:66 (Fig 13) —67 (Fig 14) 

for cataloguing, 1:33 

clerical, IV: 72-3 

for computer installations, 11:33 

costs, see under Costs 

duties, IV:69-70, 72 

motivation, !V:63-4 

numbers required, IV:63 

for print/reprographics units, III: 172-4 

qualifications, IV:70-1,73 

selection, IV.65-6 

training, see under Training 


Standard profiles, 
examples of, 11:114 


State of the art reports and reviews 
compilation of, 11:116 


L 



Stencil duplicating 


and reports literature, III: 140-1 

Step and repeat cameras 
see also RT Roll film cameras 

111:158, 159 (Fig 17) 

Stock control, [see Housekeeping and stock control) 

Storage devices, [see Computer storage devices) 

Storing, (see Filing and storing material] 

Subject analysis, Isee Indexing] 

Subject codes 

11:73 

Subject headings 

1:55 

compared with thesauri, 1:60 
Symbols 

see also NT Mathematical symbols 

for computer input, 1:40-1; II: 13-4 (Figs) 

45 (Fig B3) 

System Development Corporation, [see SDCl 

Systems analysis and definition 
see also NT Feasibility study 

11:31-2 

Systems design and evaluation 

11:32-3,34-5 

Tape typewriters 
see also RT Paper tape 

and announcement bulletins, 11:57, 58 (Fig 1), 59 (Fig 2), 104, 106 

Taube, Mortimer 

and Uniterm system, III: 12 


TechAlert service 

IV.85 (Fig 16) 
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Technology Reports Centre, [see TRC1 


TELENET 

charges for use of, IV :99 
description of, lV:98-9 (Fig 2) 


TELESYSTEMES 

availability, IV: 114 
databases, IV.114 


Terminals 

see also NT Intelligent terminals 
see also NT Printer/terminals 
see also NT Video terminals 


definition of, IV:96 
kinds of, 111:24 
operating speeds, 111:24 


TEST (Thesaurus of Engineering and Scientific Terms) 
see also RT EJC Thesaurus 

11:60, 63 (Fig 6) 

and profile construction, II: 110-2 


Text preparation 

equipment for. III: 127-8 (Table 1) 


Thesauri 

see also RT Subject headings 

construction of, 111:17-8 
definition of, 1:60; III: 17 
development and use, 1:60-1 
examples of, 1:61; 111:18 
features of, 111:17 
maintenance of, 1:61 
presentation of, 111:18 
standards for, 1:61:111:18 
updating of, 11:60, 64 (Fig 7) 


Thesaurus of Engineering and Scientific Terms, [see TESTj 


TOUS (Terminal Operated Uniterm System) 

111:13 


Trade literature 

examples of, IV:78-9 (Fig 15) 


Training 

for acquisitions work, 1:10 

for handling classified documents, IV: 23 

for information work, IV:71 

for On-line searching, 111:29,35 

for printing and reprographic work, 111:1 74-5 


d. 


Translations 
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ITC, 111:100 
NTC, 111:107-8 

organisations supplying, 111:48 


TRANSPAC 

connection to EURONET, IV: 101-2 


TRC (Technology Reports Centre, UK) 

D1ALTECH, 111:24 

SDI services guide, 11:114 

TechAIert service, 11:116; IV:85(Figl6) 

TYMNET 

description of, IV:99 

Type face (s) 

11:129 (Fig 2) 


Typewriters 

in reports literature production, 11:127-130 


UDC (Universal Decimal Classification) 

and computer sorting, 11:107 
disadvantages of, 111:8 
features of, III:8 
and machine searching, 111:8 
as multilingual search aid, 111:8 
and thesauri, 111:8 
users, number of, 111:8 

‘Unclassified’ 

definition of, 111:71 


Uniterm system 

and computers, 111:13 
and Mortimer Taube, III: 12 
origins, 1:54; 111:12 
problems with, 1:54 


Universal Decimal Classification, [see UDCJ 


‘Unlimited’ 

definition of, 111:71 


User needs 

identification of, IV:37-8 


US Government Printing Office, [see USGPOI 



36 


USGPO (US Government Printing Office) 
and dissemination of information, III: 110-1 

Validation (of data), {see Data validation) 

VDUs, [see Video terminals) 

Venn diagrams 

see also RT Boolean logic 

and Boolean logic, II: 111 (Fig 7) 

Vesicular film 
111:155-6 

Video terminals 
111:24 


Virtual memory 

11:28-9 


Vocabulary development and control 
see also RT Natural language systems 
see also NT Thesauri 

definition of, 111:16-7 
in on-line systems, 111:28 
traditional systems of, 1:53,55 


Wade, J C 

‘Descriptive cataloguing’, 1:23-44 

Weeding 

of classified documents, IV:28-9 
criteria for, IV:81 

Weighting of search terms 
11:113 


Weinberg report 

and Information Analysis Centres (lACs), 111:41 


Wiswesser line notation for chemical structures 


11:35 





37 


Word processors 

advantages of, 111:131 
costs of, 111:133 

in reports literature production, 111:131-3 

systems of, IM:132(Fig4) 

and typewriters, 111:131 (Table 2) 


Worksheets 

for computer input, II: 14-5 (Fig 6), 43 (Fig BI), 44 (Fig B2), 73, 74 (Fig 16) 

WUIS (Research and Technology Work Unit Information System) 
as document source, 1:9 


Wyne, HG 

‘Networks and external sources of information’, 1V:93-119 


X25 interface 

definition of, IV:97 
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